STUDENT HANDBOOK

Centre of English Studies Y

31 DAME STREET, DUBLIN 2, IRELAND.
TEL: (353) 1 6714233

THE CES 24 HOUR EMERGENCY NUMBER IS 087 229 2415

WELCOME TO CES-DUBLIN

Welcome to Dublin and to Centre of English Studies. We hope you have a great time in Ireland as
well as an enjoyable |earnin% experience.
Our staff are’always here to help you and make sure that your stay with us is as satisfying as possible.

You will have class either at 31 Dame Street, 15-16 Dame Court, Coppinger Row or other.
Your class details will be emailed to Kou, once you complete the placement test. A CES Staff member
will be available on your first day to help you to your class.

Placement Test

In order for you to be placed in your class please complete your online placement test click HERE
This option will allow us to place you, so you can go straight to class on your first morning.

Your First Day (for AM students)
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For information about the Orientation Tour,
please contact the Yellow Shirts
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Your course of General English

*Class times may vary due to Covid-19 restrictions. Your timetable will be emailed to you

Standard Course (20 Hours) 09.00-13.00 Mon. to Fri

This course is textbook based and you need to buy a textbook. These are on sale at Reception 31 Dame Street

09.00 -11.00  Grammar, vocabulary and skills work.
11.00 - 11.20 Coffee break.
11.20 -13.00  Grammar, vocabulary and skills work.

Intensive Course (26 hours) 09.00-13.00 Mon. to Fri.
& 14 .00 - 16 .00 Tue to Thurs

09.00 -13.00 Standard Course (as above)
14.00 -16.00 Speaking and listening practice using
ebates, articles etc.

Combination Course (25 hours) 09.00-13.00 Mon. to Fri.
& 14.00 - 16.30 2 afternoons

09.00 -13.00 Standard Course (as above)
14.00 -16.30  Individual tuition with your teacher (2 afternoons a week)

Your course of Exam Preparation

IELTS Preparation (20 Hours) 09.00-13.00 Mon. to Fri

09.00 -11.00  Focus on Grammar and vocabulary.
11.00 - 11.20 Coffee break.
11.20 - 13.00  Focus on Language skills and examination techniques.

Intensive IELTS Course (26 hours) 09.00-13.00 Mon. to Fri.
& 14 .00 - 16 .00 Tue to Thurs

09.00 -13.00 [ELTS Preparation(gas above)
14.00 - 16.00  Speaking skills and techniques for IELTS.

CES Online is designed to complement all of the current facilities of the
school. From socia? programme activities to online tutorials, the system
offers you remote access to the wealth of attractions of studying in CES
with over 45 hours additional student materials per level.

e A huge bank of self-study materials
e Exam practice materials

e Social programme information
 Monthly tutorials

e Administration functions
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Further Course Information

Let us know if you have a question or problem and remember that CES staff are always ready to help yo

Please be on time for classes!
Please be in class at 9.00 every morning or at 13.45 every afternoon. If you are
more than 15 minutes late or if you leave more than 15 minutes early you will be

marked absent.

Class changes

If you would Tike to speak about your class, please talk to either your teacher or to
Peter, the Director of Studies. Peter’s office is on the ground floor in Dame Court.

Course Changes

If you wish to change from the Standard Course to the Intensive Course or you wish

to take some 1:1 classes, please speak to the staff in reception. You will have to pay
an extra fee.

"Long term visa students are not permitted to change their course.

Textbooks

You will need a textbook for your course and your teacher will tell you which one
you need, so please ensure that you check with your teacher before buying it. You
can buy your book in reception in Dame Street. We do not take the books back at

tte end of your course. Course books cannot be exchanged if you have written on
them.

llIness

If Y]ou are sick and cannot come to school, f)|ectse do your best to contact the
school yourself or ask your homestay to call us for you. If you have a Doctor’s Note

declaring the days you were unfit to come to school you will be marked present for
those days.

Holidays
If BIOU wish to take a holiday, go to CES Online click HERE to request it from the
information section. For holiday requests please allow 3 workings days.

18| “ET .~»  Examinations
JMN CES is an official IELTS, Cambridge and OET test centre. If you would like further

information on how to book these examinations, please go to the exams Office ,

2
ﬁ top floor in Dame Street. If you are interested in taking an IELTS preparation
course before you take the test, please see Peter in Dame Court.

Extending

If you wish to extend ?/our course please notify reception by Wednesday of your

¢ final week. If you fail to do so, we may not be able to guarantee a place in the
same class.
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Evaluations, Certificates, Reports and Tests

Evaluations
 On your last day in the school, you will be asked to complete a Final Feeback
Form

* You can also give us feedback anytime by using the Talk to us’ function on
CES Online.

* Your feedback is very important to us as we use this information to continually
improve our services.

Certificates

*You will receive a Certificate of Attendance from the school on the last day of
your course. Your exit level and the number of weeks you studied will be on

this certificate. If you need any other documents before you leave, please ask at

reception in Dame Street or speak to Peter in Dame Court on the Monday of
your final week.

Tests

e Your teacher will give you a test in class every 2 weeks to check on your progress.
e We can arrange an exit test for you if you wish to do one. Please ask Peter in
Dame Court.

Reports

* You will receive a personal report from your teacher on your last day in the
school with information on your English level and with recommendations for
further study.

e If you are a long-term student, your progress will be monitored monthly using
our online tutorial system.

Student mail

Student mail
Any letters sent to ﬁou at the school will be delivered to you in your class. If

you receive a package or registered mail, you will be advised and we will leave
it at the reception in Dame Street for you to collect.

Centre of English Studies info@ces-schools.com www.ces-schools.com


mailto:info@ces-schools.com
mailto:info@ces-schools.com
http://www.ces-schools.com/

—
e]
Multi-Media & Self-Access Facilities

Welcome to our multi-media facilities in Dame Court (5th Floor). It is open from 2pm-5pm
every afternoon and there is always a teacher there to help you if you have any questions
or if you need any advice. This is free and includes the following services:

Computer Room -Dame Court Room 5.2

Our large, modern computer room has 16 workstations and is Wi-Fi
enabled. The computers can be used to improve your grammar, practise
exams, write CVs and letters, improve your vocabulary, use the internet
and send /receive e-mails. This service is free but you may need to book
a computer.

Video Room-Basement Cafeteria

Please see the teacher in Room 5.2 for a list of all available

DVDs. We also show movies every week in the cafeteria in the basement
of Dame Court starting at 2.15pm. (see Social Programme board for
details each week).

Listening Centre -Dame Court 5.2

Our listening centre is on the 5th floor. Individual listening stations are
available for you to practise your listening and pronunciation skills. The
teacher can help you choose material suitable for your level.

Library- Dame Court 5.1

The library is beside the computer room and has reference materials such
as grammar and vocabulary books, reading material, course books and
dictionaries. There is also a'selection of newspapers, magazines and
business journals.

Multi-Media & Self-Access Facilities

Places of Worship

There are many Catholic and Protestant churches in Dublin - please ask your
homestay family to show you where the nearest one is. The Islamic Cultural Centre
and mosque is located on Clonskeagh Road in Goatstown, Dublin 14 (bus number
11/Ma from the city centre). There is also a m Please note: Dame Court DC1.2 is
av%illable as a prayer room from 1 to 2pm daily. Mosque on South Circular Road,
Dublin 6.

Please note: Dame Court DC 4.2 is available as prayer room from 1to 2pm daily

Cafeteria

The cafeteria is in the basement of Dame Court. You can buy teq, coffee
and lunch here or, if you want to relax for a while, there is a comfortable
seating area with a wide-screen television and X-Box 360.

¢
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Roof Garden
The roof gardens are on the 4th and 5th floors . You can relax here in the
uring the break or at lunchtime. They are available until 5pm so

fresh air
if you are studying during the afternoons, you can also use them then.
Smoking is allowed on the roof gardens
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Additional Information about the school

Please do not eat in the classrooms. You may eat in Dame Court - roof
gardens or cafeteria.

Please note during Covid-19 tables are being provided outside Dame Court

CES is a non-smoking school, including inside the school and on the rooftoE.
You may be fined if KOU are caught smoking. Students can smoke outside the
school. We provide bins for cigarette butts.

Please do not use mobile phones in class. Make sure they are
switched off / on silent before 8.45am. If you are expecting an
urgent call, please take it outside the classroom.

Please listen to your teacher if there is a fire alarm and do what
he /she tells you'to do. There is a fire escape map in each room and
are held regular fire drills.

If you need letters/documents to help you open a bank account or
register at immigration, please request through CES Online.

if you need assistance come to Dame Street reception.

Remember, some letters take 48 hours to process, so please make sure you
allow for this

Multi-Media & Social Programme

Weekly Social Programme

We have a full social programme all year round. Every Monday, copies of
the new programme are available on notice boards in 31 Dame Street,
15/16 Dame Court, Coppinger Row and in the calender on CES online.

Daily Activities

We organise afternoon social and cultural activities.

During the summer we also have evening activities 4 times a week.
Activities include tours to Dublin Castle, Guinness, museums, galleries

and libraries. Evening activities include greyhound racing, pub and music
nights, theatre nights and discos.

Fully-Day Tours

We regularly organise full-day tours to places outside Dublin such as
Kilkenny, Powerscourt, Glendalough and the Boyne Valley. In July and
August, we also do weekend tours to Galway. If there is somewhere you
would like to go to, please come to reception in Dame Street and we will try
to get you any information you need.
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Homestay Accommodation

An important part of your visit to Ireland is ﬁour homestay accommodation.
We hope you will be happy and do remember that staying in homestay is not
the same as staying in a hotel or guesthouse. Please try to keep your room
tidy and keep reasonable hours Monday to Friday.

Location

Families live in the suburbs. You will need to take a bus or DART/LUAS to the
city centre so you will need to ask your family to show you where the nearest
bus or DART/LUAS station is.

Keys
Please ask your family for a key to the front door.

Laundry

Your host family will include your laundry in the family wash but please be
considerate about the amount of laundry you give them. Large items must be
taken to the cleaners. Please ask your homestay where you should leave your
laundry for washing.

Smoking

Smoking is not permitted in homestays.

P|ectiie check ‘with your homestay where they prefer you to smoke
outside.

Meals

Your accommodation is half-board Monday to Friday (breakfast and evenin
meal) and full board at the weekends (breakfast, lunch and evening meaﬁ.
Evening meal in Ireland is usually between 18.00 and 19.00 hours but please
check meal times with your host.

If ?/ou are not returning for a meal, please let the host know in the morning or
telephone /text to say that you will not be coming home.

Bedrooms

Adult students usually have a single room from the end of September to the
beginning of June. Accommodation is on shared room basis from June to the
end of September, unless a single room supplement is paid. There should be a
small table and chair in your room for study. Otherwise the host should provide
a quiet area where you can study. You may ask for heat in the bedroom during
the winter. Please remember to make your own bed and keep your bedroom

tidy.

Bathroom

You can expect reasonable access to the bathroom. If the bathroom is shared
with the host or other students please be considerate, especially in the
mornings when people are preparing for work or school. Please note that in
Ireland’it is usuarto clean the shower or bath after you have used it.

Remember!

Talk to Romo in CES Dame Streeet as soon as possible if you have any questions
or worries regarding your accommodation. If you wish to move from homestay
accommodation to other accommodation. Please let us know one week in
advance.
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General Information about Dublin

Public Transport
Dublin is served by bus, by suburban train (DART) and by tramway (LUAS) We
would advise you to buy a Foreign Student Travel Ticket.

l I These are valid for both bus and DART and are available at reception in
Dame Street. You can also buy travel tickets at some newsagents.

When using public transport, please note the following:
« Ifyou are usinE a travel ticket, enter the door of thge bus on the right.
Insert your ticket into the machine on the pole.
« If you are paying in cash, enter the door on the left and pay the driver.
Note that the driver will not accept notes and does not give change.

For more information please visite https://www.transportforireland.ie /

The last bus and DART leave the city centre at 11.15pm at night and after this time you should get a
taxi or a Nitelink bus from Westmoreland Street. Tickets cost €5.70 approximately. Nitelink
timetables are available from Dublin Bus on O'Connell St or www.dublinbus.ie

There are taxi ranks on O'Connell Street, at College Green and at Stephen's Green and taxis can
also be stopped on the street. They normally carry a maximum of 4 people. Taxis are charged
according to how far you travel and the number of passengers.

s —7 Mone

C We suggest that you do not carry large sums of money with you and remember not to

- leave your wallet'in the classroom during the breaks. If you are a long-term student we
,  suggest you open a bank account.

Please note that CES can take no responsibility for cash that is lost or mislaid.

Safety

Dublin'is generally a safe city but there is some petty crime in the centre so you should
be at least as careful as you are in your own capital city. Here are some general
guidelines for you.

« Do not go into parks after dark.

+ Do not go into places you feel unhappy about.

« |dentity Cards and Passports are not needed in Ireland (except for changing money) so
leave them at home.

+ Do not carry much money with you. Please lock your money away in a safe place in your
host-family’s house.

+ Do not leave backpacks open in busy shopping areas

+ Be careful where you leave bags and wallets especially in pubs and coffee houses
gavourite areas for pickpockets). Never leave them unattended.
o not travel alone at night.

Doctors/ Dentists/Hospitals

If you need to see a doctor or dentist for any reason, please speak to the administration
staff in Dame Street or Dame Court and they will be happy to help you. There is a doctor’s
surgery on Dame Street and we also have aYist of useful telephone numbers at reception in
Dame Street.
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Visas and immigration

If you are a student from a non-European Union (EU(; Country and if you are staying in Ireland
longer than three months you MUST register at the Garda National Immigration Bureau
&GNIB/IRP). If you are staying longer tﬁan 25 weeks and are going to work while you are

ere, you will also need to register with the school for an exam at the end of your course.
There will be a charge for the exam. Please speak to Peter in Dame Court about this.

Why do | need to Register?

All non-EU nationals need permission to remain in the country and you are required to have
a stamp in your passport confirming the conditions and period of time for which you are
permitted to remain in Ireland.

When do | Register?

You should register within four weeks of your entry to Ireland.

Where Should | Register?
You must register at the Garda National Immigration Bureau 13 /147 Burgh Quay, Dublin 2

What documents do | need?

1- Letter from CES verifying the duration of your course.

2- Evidence that the requisite fees have been paid.

3- Evidence that you have sufficient funds to maintain yourself for the period of your
proposed stay (Bank Statement).

4- Medical Insurance.

When you register you will be given a GNIB/RIP card which will contain your personal
details and details of ﬁour permission to remain in Ireland. It will be amended by your
registration officer if there are any changes in your circumstances.

The Irish Student Visa requires a minimum 85% attendance. Please request through CES Online
if you need an attendance letter. Letters take 48 hours to prepare.

Please note, that if a student is more than 15 minutes late or if they leave 15 minutes early ,
they will be marked as absent.

Remember!

We want to help you so please come to reception if you have a problem. If you have any
academic problems talk to your teacher or see our Director of Studies on the ground floor in
Dame Court.

Information on CES Staff

Administration: 31 Dame Street, Dublin 2, Tel:01-6714233
Academic queries: Peter (Dame Court)
Accommodation queries:  Romo and Shannon (Dame Street)
Social Programme queries: Dame Court Basement

Accounts queries: Sasha or Kyle (Dame Street)

The CES 24 Hour Emergency Number is 087 2292415 or
from an International phone +353 87 2292415
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